
 

 
Summary 

This position has been created to support the Big Brothers Big Sisters mission to provide children facing 
adversity with strong and enduring, professionally supported one-to-one relationships that change their 
lives for the better, forever. Key outcomes include working with the CEO and the Board of Directors to 
provide leadership in developing and executing BBBS program strategy, accomplishing all program 
performance goals, and quality assuring the delivery of all programs. Responsibilities include overseeing 
program design, development, implementation and evaluation to ensure achievement of annual goals. 
Position requirements include ensuring collaboration and alignment with other departments and 
advocates for support from community partners. 
 

Key Responsibilities 
 

 Work with CEO, the Board of Directors and others to develop the program strategy of 
organization.  Lead development, implementation, and evaluation of annual program plan and 
goals. 

 Accountable for program performance.  Monitors and drives operational effectiveness using 
work flow and tracking systems (i.e. AIM); gathers accurate information for reports; tracks 
performance & develops measures to ensure growth, minimize BBBS risk, and meet annual 
agency program goals. 

 Communicates with CEO and Board of Directors on matters of program effectiveness, youth 
outcomes, and child safety.  Establishes and ensures a system for quality assurance and youth 
protection.  Serves as staff liaison and leader for Program Services Committee. 

 Plans, leads and drives implementation of programs designed to generate more volunteers and 
matches, strengthen Big and Little match relationships, and positively impact youth 
development and outcomes.  Manages critical service and workflow issues that are impacting 
the ability to provide quality services.  Develops and implements new program initiatives to 
expand mentoring services or target community issues as directed or needed. 

 In conjunction with the Partnership Manager, develops and maintains positive working 
relationships with faith-based, community, school and business leaders in the service area to 
develop mutually beneficial relationships that support agency goals and priorities and provide 
value/benefits to our community and clients.   

 Drives cohesion between program team and other agency functions/staff, specifically working to 
build and maintain a strong working relationship and mutually beneficial strategies with the 
development department.  Leads communications across departments and within departments 
related to service delivery and customer service to enhance program implementation, 
communicate policy, and assure compliance. 

 Establishes and oversees program segment of agency’s overall budget.   
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Recruitment Manager 
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 Funder planning, fulfillment, and reporting.  Participates in strategy for funder requests and 
reporting on deliverables.  Ensures that all systems required to track and report on program 
functions due to grant requirements are established and maintained as needed. 

 Leads and supervises the program management team with regular meetings and 
communication.  Participates in the Leadership Team as a representative of the program team 
and function. 

 Ensures agency develops and maintains an organized, customer-centric service delivery model 
(outreach, customer service, enrollment, match support, and program activities, partnerships & 
communication).   

 Develops and enhances the agency’s outreach efforts to ensure that the agency’s image, 
mission, values, and advocacy for children and youth are properly communicated to people 
throughout the service area. 

 Surfaces “best practices” that can be integrated into nationwide models for replication and 
investments. May represent agency at regional or national level. 

Managing Others: 

 Provide leadership to the department in all areas, including customer service and 
professionalism. 

 Effectively perform all supervisory functions of hiring, coaching, training, disciplining, and 
terminating, according to agency policies.  Develops and holds staff accountable to work 
efficiently and effectively and to achieve individual and team goals while complying with agency 
polices and national standards of practice.  Ensures effective performance management and 
completion of annual evaluations for all program staff. 

 Establishes and ensures a system and culture of continuous staff learning, development and 
succession planning.   

General: 

 Attend required meetings and events as scheduled. 

 Establish and promote positive communication among all team members of BBBS to increase 
collaboration and reduce inefficiencies. 

 Represent BBBS in a professional manner at all times, providing courteous service to both 
internal and external constituents and presenting a positive image of BBBS. 

 Abide by BBBS policies and practices. 

 Complete other duties as assigned. 
 

Performance Metrics 
 
Performance will be evaluated based on meeting the requirements of the job description; meeting 
performance metrics and other quality indicators established for this position; working effectively in a 
team environment; and demonstrating the values of Big Brothers Big Sisters. 
 

Experience, education, degrees, and licenses 
 

 Bachelor’s degree required (preferred in social work, non-profit management, organizational 
leadership, etc.)  Master’s degree preferred. 

 3-5 years of program development and supervision preferred 

 Will be required to participate in continuing educations programs as requested. 
 

Physical demands/Work environment 

 

 Must be able to work proficiently with computers and other office equipment. 

 Required to travel approximately 20% of time to attend conferences and meetings, etc.  Travel is 
generally within West Michigan. 



 Must have reliable transportation.  Drivers of privately owned vehicles must have valid driver’s 
license and meet state required automobile insurance minimums.  May be required to transport 
clients. 

 Must be able to pass a background check consisting of National Sex Offender, Criminal History, 
DHHS and driving check. 

 
ACKNOWLEDGEMENTS 

Supervisor:   I have reviewed this job description with my employee. 
 
Signature: ______________________________________________________Date:__________________ 
Employee:  I have reviewed this job description with my supervisor and acknowledge receipt. 
 
Signature: ______________________________________________________Date:__________________                                                                       
Human Resources:  
 
Signature: ______________________________________________________Date:__________________ 
 

TO APPLY: 

Submit a resume and cover letter describing your experience and fit for this position 

to: 

Regina Miller, Director of Corporate Operations  

Big Brothers Big Sisters, A Community of Caring 

3501 Covington Road 

Kalamazoo, MI 49001 

By email ONLY:   reginamiller@bbbsmi.org    

Open until filled.  
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